ED, 123 9<I5 

IKSTITliTIOll 
*P«B DATE 
NOTE , 

EDBS PBICE 
DESCEIPTOES 



IDENTIFIEES 



■ABSTRACT 

handbook 
"board of 
chairmen, 
regard in 
internal 
includin 
£ uiid , an 



DOCOMEIT HESbHE 



HE W7'21,a 



Lincoln College Faculty gandbook, 197U. 
Lincoln"Coll.,- 111. 

74 . • ' ^ - . 

32p. ' . ; \ . , ^ , 

HF-$0^83 HC--$2l06 ]?lus ^osta^e. - ' • ^ * 

Acadetaic Fre.edom;' Academic Standards; Administrative 
Organization; *Administrative .Policy; Ancillary 
$ervAce3; *Coil^ge Fagulty; Committees; Educational 
Philosophy^ ^'acuity Promotion; Fringe Benefits; . 
:Governance; *Higher Education; Housing; Job Tenure; 
♦Junior colleges; *Personnel Policy 
♦F^cplty Handbooks; Lincoln College 



The 1974 edition of the Lincoln Collegje* faculty 
contains; details of the collecfe organization including the 
trustees, the president ^ the faculty, -deans and division 
, arid various committee^. Information is a]^so provided 
g faculty appointment, promotion and tenureli. policies; t*he 

operations of academic affairs; and factfltty benefit programs' 
g insurance, lea ves, t'uition waivers," con ferenees, the loan 
d housing. (JMF) 



2^ »^ 3fc s|c 3fc 3fc sfc 3fC 3fC Sfc 3fC J^t J^t 3^ 3fC 

* Documentsva 

* ^materials not a 

* obtain the b 

* re^pr"oi*ij[cibility 

* of the mic^ofic 

* via the EE^l^ Do 

* responsible for 

* supplied by EDR 



cquired by, ERIC include many infcormal unpublished^ * 
vailable from other sources; EEIC makes every effort 
est copy available. Nevertlieless^ items of marginal 

are often encountered* and this af f ec^§^~--bie_quality 
he and ha^dpopy reproductions ERIC makes available 
cument Reproduction Service (EDBS). EDRS \s not 

the quality of the original document. Reproductions .* 
S are the best that can be made from the original. * 

3|e )^ :fe :fe :ie 1|c^ :te :fe :fe :4e :te 3^:fe 3)e :fe :te :fe 3te :«e :fe 



TABLE^OF CONTEKTSt 



FOREWORD 



Intrpdijction 



> • • • 



• •. . • • • . • • 



• • • • * • 



Statement oil Accept^ce and Revision Procedui^es 

Bection one 

College Organizat!ion 

1. The Board of Trustees 

2. The President. • *> • . . , • . . s . . . f . • 

3. The Dein of Faculty . .* • • • . . 

4. The Teaching Faculty 

5. The Division Chajlrman T ........ • 

6. ' The iTi^ter- divisional Faculty Executive Comm.. 

7. The Curriculum Committee ; 

8/ The winter T^m CotBmittee. 

9. ^The cf)ramittee ofi Tenure and Review . • • v • 

SECTION TWO • . \ ' 

Faculty Appointment , Promotion and lenure ..... . 

1. Faculty Appointment ........ 



a. Academic Ttaining 



c. 



Motivation and Competence 
liaucatronai^hilosophy . < 

2. Faculty Promotion . .' . ... 

3. Te:^ui|e Policy . ^. . . . . . . 

a A|ttainment of Tenure. . . 
b . Ttetiure IJ^eview 



c. Mfembersihip^^n the Committee on Tenure and 
Review 



SECTION THREE . . 

«» ^1 ■ ' 

Internal Operations of Academic Affairs • 

^ !• Academic Freedom . / • . . . * i - 

2 . Adding, Dropping or Ghan^ing^ Courseis 

, . 3, Adult and Continuing Edu^cation Codrsei^ ; • • . 

k. Course Outlines a • • • • • . • 

5. textbook Orders , . • . • 4 . 

'6. Grades and' Gradia Reports , • . . . \ • • <• , . . 

?• Policy on Class Attendance • • • • • 

8. ^ Faculty Workload, • • 

9. Absence of Faculty Members \ -v . 

SECTION FOim .............. . . 

Faculty Benefit Pl?ogram 

1. Medical, Life, Disability Ins^urance . . . . . 

2. Teacher 's Insurance Anntplty Association and. 
College Retirement Equity Fund Pifograms . *. 

3. SociaT Security 

4. Leaves * . . , . . 

5. Tuition^for Dependent Children and Spouse • . . 

6. Self- Improvement Allowance .t. , , 

7. Professional Memberships 

_f 8. Conferences ........ ....... . . 

9. Faculty Housing 

** * •* * 

10; Sick Leave . . . • • 

/ 

11. Sang Faculty Loan . . , ... ^ ... V 

12. College Extra-Curricular Events. .... . . 

13. Bookstore Discount . . . • • t 



16 
16 
16 
17 
17 
17 
18 
18 
19 
19 
20 
21 
21 
21 

21 
21 
22 
23 
24 
24 
24 
24 
•25 
25 
25 
25 



ERIC 



4- . 



\ 



FOREWORD 



. ^is 1974 edition of the Lincoln College, Faculty Handbook is" the 
first complete revision of the original 1963 copy. Henceforth, this 
will be the'taandbook which will serve- as a guide toward understanding ^ 
the policies and procedures of Lincoln College. The Faculty Handbook 
should' serve \p acqi|iattit new faculty members with fundamental rules and 
regulations and the particulates of policy relevant to their positions. 

It also forms a basic reference to which al,l faculty, new and old, will 

r J ' ' ' 

want to refer In the course of appointment to Lincoln College. 



Approvec^, April 23, 1974 
Faculty of Lincoln College 



Approve|d, May 18, 1974 

Board of Trustees of Lincoln College 
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. INTRODUCTION TO LINCOLN COLLEGE 

On February 6, 1865, the Cb Liege, sponsored by the Cumberland Synod 
of the Pt;e8by.terian Chi^rqh, was chartered as Lincoln University. It isj 
the, only educational institution to be named for Afar ahar^. Lincoln during- 
his lifetime. XHe Namesake College^^ as it is callw, recognizes not only 
Lincoln th« President, but also Lincoln the man. It was Lincoln the man^ 
who surveyed and laid out the City of Lincoln^ y?io rode the 8th Judicial 
Circuit here, and who, as a legislator in Springfield, influenced the 
development of this part of Illinois. His success in becoming all he was 
capable of being as a person is a goal which thQ College urgias its members 

to emulate. ' *^ 

\ , ■ 

In 1929 Lincoln College underwent a change from a four year to a two 
year inst;itution. In the ensuring years a program has evolved emphasizing 
individual student guidance in a liberal -^rts cony^. Lincoln College 
iflo a two-year liberal arts cplV^gs which is fu|ly accredited by the North 
Central Association of Gdlllges. It has the purpose of preparing young 
people for effective parti<^ipajt:i6n as citi^zens :i^n society., 

Lincoln College, in keeping with the ideals of democracy associated 
with the name of Abraham/Lincoln, firmly belie\)fes that people should have 
the benefits of- education to the limits of thei^ ^bilities. Therefore, 
Lincoln College etjirolls all people whose preparatjLoni character, and, 



purpose indicate that /they can benefit from the college experience. 
Consequently a wide rjange of ab'ilities^ interest^fe, and potentials is 
represented in the student body at Lincoln College, ^fhc mandate to the 
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faculty to instruct ithia broad spectrum places added responsibility upon 
them in the condupt of their professional _and personal interaction with 
students^ 

Lincoln College is also committed to the cpnmunity of which it is a 
part. , The College affirms its interest and willingness to share in 
serving the needs of the community. 



|t 3. 



Faculty Acceptance and Revision of the 
1974 Lincoln College Faculty Handbook 



Acceptance ' \ z 

A majority of the faculty* voting by secret ballot In a regularly 
scheduled faculty meeting, must approve the Handbook before it is 
submitted to the Board of Trustees for approval. 

Revisloi> 

Recoinraended changes in the* Handbook must be approved by a miijorlty 
of a quorum of the faculty, voting by secret ballot in a regularly 
scheduled faculty meeting before it is subMtted to the.Boijrd of 
Trusteea^j^for approval^ 
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SECTION ONE ' . - • ' ' 

COLLEGE ORGANIZATIOti 

1., The Board of Truastees ; Lincoln College functions under a Charter 
gtanted by the State of Illinois on l^ebruary 6, 1865. The Charter estab- 
lishcid a self-perpetuating Board qf Trustees and granted the Trustees the 
"power to prescribe and regulate the courise of studies to be pursuefd in 
said university, and in each and all the departments thereof; to fiK the 
rate of tuition/ room rent and other necessary expenses; to appoint a 
faculty con^istittg of a president and other instructors ^ professors, tutors 
and teachers^ of every grade, and the officers of the Board of Trustees 
and su^:h other officers elnd sigents as may be needed in the management of 
the concerns of the university; to define their powers, duties and etfiploy- ' 
ments; to fix their compensation., contract for and pay the same; to displa,ce 
or remove either or any of said instructoirs^, officers or ^agents, or all' of 
them, as a lAaJority of said ' trustees which deem in the interest of said 

university to require; to fill all vacancies among said instructors, 

« .• . 

1 ' ■ . . 

officfers and agents". ' 

2. The President : The Board of Trustees delegates to the President 

of the College the authority to govern the College. The President is 

» • A ' 

selected by the Board of Trustees without a stated term, and as the 

\ 

Executive head of the College is responsible to them for carrying out the 
policies of the Board of Trustees. The President is the liaison between 
the Board and the various individuaX'^ahd collective consttLtiiencieS of the 



C harter of Lincoln University ^ 1865. Section 6, p. 5. 



/ 

/ 
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College- |(!l8 primary agent of the Bpard of Trustees, the President has , 
ultimate responsibility for the management the' planning, and. the 
maintenance of existing institutidnal resources and programs and the 
development of' new ones. <^ 

As chief administrative of ^tl^er of the Gpllege, he also has direct 

' responsibility to lead, pl^» organize, direct, and represent the College 

■ ' ■ ' •■■ : , ^ I. - ■ ' 

within the context of overall community endeavor. As immediate assistants 

to the President, the members of the administrative staff have primary 

operati^onal responsibility for the administration dnd m^nagemient of the 

short-term and daily affairs of the Qo liege within the context of established 

policies, and have also, in conjunction with the Dean of Faculty^ responsi- 

bility for recommendations concerning resource allocation and general 

planning.^ » ^ 

3. The Dean of Faculty ; The Dean of Faculty is the representative 

» of the teaching faculty and Is responsible to the President for dll academic 

affairs. Within the general framework of faculty responsibility and 

cQoperati^ community ehdeavor, he plays the primary role in dev61opijig the ' 

curriculum and the educational objectives and policies of the College. He 

coordinates the objectives, ptograme, and activities of the several divisions 

and departments » His responsibilities include, but are not limited to: 

creative leadership of thfe faculty; supervision of the faculty and o f (the 

, academic affairs of the Colle^; serving as a channel of communication! 

within the faculty and between the faculty and administration; » selectim 

and evaluatiQti of the faculty^; atjil^ assignment of- teaching responsibilities 

and collateral duties performed by the faculty. 



4. The Teaching Faculty ;^ - ^ 

a. Responsibilities: Under the leadership .and guidance of fhe 
Dean of Faculty and 'within the context of established-policies and objec- 
tives, the teaching faculty has firimary responsibility for determining the 



curriQulum, academic standards, instructional procedu^es^, and Irelajted ^ 
educational policy and academic affairs. It has additional risponsibility 
to participate effectively in the formulation of pon-academic, co-curricular 
plans, policies, and recommehdations which relate to academic activities 
and objectives, and in the development of general community programs and 
activities of the Collegjar ' 

b. Faculty Me^ings : The Lincoln College faculty holds business 
tflteetings ^is scheduled at the begijining of t)ie academic year,-^ Special v 



faculty meetings may be called by the Interdivisional Fac)ilty Executive \ 
Cotnmitt:6e (IFEC), tjie Dean of Faculty, or the President of the College, 
Those eligible to vote are F^ull Time Teaching Faculty, the President, 
the fiean of Faculty, Dean of Student Affairs, the Librarian, and th^ 
Directdic of the Learning Resource Center. . 
TheSninutes of the meeting are recorded by the secretary to the Dean 
. of Faculty, and a copy of this minutes, audited by an elected fac,ulty 
r member-- is distributed to each member of the faculty within, the week 
following the faculty meeting. 

The Dean of Faculty presidips at the faculty meetings. In his absence, 
the President of the College presidesj^ and in the absence of both the Dean 

ar of the fac^rlty 



J? 

of Faculty and the Col/lege President, an elected memb4 



presides • 
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Ptrpcedure: ; y 

!• Roll call conducted siXefiitlyj, w;LtK the exception of a call 

for quorum, by the secretary and recfoipjaed In the minutes. 

• ' / ' * 

2. Adoption 6 £ the minutes the preceding faculty meeting. 



3. Report from IPEC (posted one day In adyance on the faculty 



bulletin board)f/. 

4. Speclai^^^^^ froji( administrative officers, 

normally be In written form), 
X ' 5. Unftolphed bu5^1ness/ 

6. New buslaef 

7. Announcet^ents by the Dean of Faculty. 

8. Annoyiacemen^ by Individual , members of the faculty. | 

9. Adjournment, ' 
Special Requirements : 
1. , Items ^:o be placed on the agenda other than routine Annpunce 

ments must be- submitted to tlie D^^il of Faculty p^or to t\te l^me of 
the faculty meeting. An except loi^ to this req^tirement wlljt bre made 




li 



a majority of the faculty prese^' so con^^^^rs. 



er to 



2. ^ A majority of tjhe vo/ing facu^ty^ust be present in prd 
conduct a faculty meeting. - ^ ' • 

3. The minimum Tjeqrfirement for the'passage of any legislation 

- " ' ' t> 
is the assentirig vote of a majority of the voting faculty present. 

* *■ , < ., 

5. The Dlvls lou Chairman ; The curriculum at Lincoln College IS 



structured witjiin six Divisions: Language an4 Literature; Social Science; 
Natural Science; Business and Math; Humanities ai^vFine^ Arts ; Physical 



Educat^oq, and Recreation, The chairman, 0t each division is a full-time , 
in^Ver of .the teachinfir. faculty ' elepted annually >y the raeinbeys of his 
division/ ' tieing a* division %airman serves jon the Inter-divistgnal 
F€^,eulty Ex^utjlve Coimnittee {IFEC) .; -1^^^^^ chairman's responsibl^llties, _ 
rassumed under the overall supervision of the Dean of faculty; include: ' 
lead^rshiptof the division; representation of the division; callinjgj 

. - \ . .V. / . r * ^ ] - ' 

chairing recording and distributing minute^/i>f division meetings; 
coordinating programs, objectives, W acfctvities within the division; 
initiating arid providing guidance In curi^iculum planning a^ division 
program?; revievjrlng general policy pertaining tp financial, personnel, 
and other /resource allocation; and furnlthing. the Dean of Faculty with 
, information and advi|e ^^ncernirtg the curriculum and general academic 
programs and objectives. 

6,, ^The jnter-divisional Faculty Executive Committee . (IFEC) : 

This coimnittee meets with the , Dean of Faculty on a scheduled semi-monthly 
■■'» ' ■ » -I 

basis and is open to all faculty concerns. There are no faculty matters 

^j. * . \ ■ ■ . ' 

tha^ltc^ot be discussed with IFEC since it is the major link between the 

faculty and the administration of the College. ^ Monthly reports of IFEC "s 

' activities are made in wr^lng and aire available to every member of the 

Lincoln eollegd, faculty. IFEC members '^ari Entitled to a iftnetary 

I^l^mgeMatipn in addition to their regular teaching salaries. - 

From" timkjto time IFEC will require jassistance ftotA th'e faculty in ' 

research matters ^^Ad hoc committees will be formed on t1^S\irinciple of 

Divisional representation. There are three permanent cpmmlttees of tl^ 

faculty the Curriculum Cbnmittee, th/s Winter Term Conimtttee, and' the 



^ . f , ...... 

coninittee on Tenure and Review. -j|^bera of all committees ar6 elected 

" ^ . ' " ■ • ' ' • ■• 

annually by their divisions,,. No member of IFgC (rn^ seive on an additional 
ccnmnlttee'i ' ^ 

7. Ttre Curriculum Committee tf Thlp %8 the corapittee changed with the 
Kesponslbllity for recommending to thtiS'^f acuity revisions in curriculum. 
7!hls committee enco^ages suggestions from all members of the fa<iultyVand 
actively solicits |urrJdCulum ideas from Uncoln College students. (^R&^ to 
page 17 which serves as a guide to ^he procedures established for adding / 
new courses it o the curriculum at Lincoln College) . 

8. me Winter Term Comml ttee This is the committee charged with 
the re^pQlftaibllJ^ a continual reviewing of^e wtliter dprm, and in 
making recommeh^tions to the faculty on how to improve theLjjlnter term 
curriculum. .This committee works- with the Director of the Winter Term, who 
makes recommendations to the Ifean of Faculty for the courses to be offered 
in the Winter Term. The Winter Term Committee reports its progress and any 
new developments to the facalty. 

4 * ^ ^ ^ ' ' . ' - ^' ' . .... 

9. The Cjjnranlttee ofi Tjsnure and Review : This is the committee charged 

With the Responsibility of conducting a complete review and evaluation of 
t^ie professional competence, performance, and development of the tenurdd^ ^ 
faculty. It is also responsible for conducting a thorough review of the 
performance of individual faculty members becoming eligible for gaining 
tenure on the faculty of Lincoln College. Report of this committee's 
findings and its recommendations are filed with the College adminis traction. 
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" • . ' r- ' SECTION 'TWO?r ' " • ■ , • . . 

• / '' , FACULTY APPOINl'MENT, PROMOTIONr^ND TENURE ' . 

. ■ ■ . r : . ^ ' • - ■ ^ ,„ ■ 

1. faculty Aiypointment ; The primary 'qualific|^ons of an individual 

\ ^ ..... ' . ; 

.'^ ^.considered In appointmetvt to the faculty at Lincoln College are ae^^^^fol lows: 

a. Academic Training ; The . cattdid.aj:e should normally hold a. 
minimum of a Master's Degree. . ♦ • 

b. Motivation and Competence ; .The candidate must indicate his . ^ " 
ability to teach, and. the dejsire^to continue to improve his teaching, 

, and to grow in the profession. The'c^andidate must convey an ability 
to,x^6tnmunicate with s-tudents and peers. \ 

c. Educational Philosophy ; . The candidate must have a philosophy 
of education that alloxvfs him to accept enthusiastically the College's 
educational mission. ' 

\ Prior to recruiting a new faculty member at Lincoln College, the Dean 

of Faculty in consultation with the President of the College and the 
divisional chairman must determine the need for an additional faculty 
member, if funds have not already been designated for this position,, the 
Dean submits a request for the rtee^sary addi^tional funds in the academic . 
budget. That request is presented\^t^v^e Board of Trustees by the^President 
of tiie College. The recruitment proceb^egins following B»ard approval. 

Th(^\ follov7ing procedure is'^used in recruiting a new faculty member: 

' ' , ■ ■ \ ' ' 

a. The Dean of Faculty announces the vacancy in' numerous 

university placement centers ^ as well as to professional 

orgdnizationso, etc . 



Letters indicating* an iht^irest in the position are rmewed 
by the 'Dean arid €he divisional chairman. r / * ^ 

Once the Dean and the division chairman have'reviewid all * ; 
rletters of interest, they select the most promising applica*- 
tions and dis^cuss th«m with the President of the College. 
With the approval of the President, a minimum of two 
candidate? will be inyited to the College campus. 
The visit of the applican^'to the campus witl be according 

V ■ ' V [ ■■ ■ - 

to a schedule established by the Dean of Faculty ,• and will 
as far as possible include the following steps:, 

1. Interview with the Dean of Faculty. 

2. Presentation. of. the applicant to the President. 

3. A tour of the campus and introduction, when possible, 
to College persoqnel. 

4. A thorough discussion ot College purpbse and philosd|phy. 

.J 

5. A conference with the appropriate division chairman and 
.other available memberjs bf the faculty^ A special ef-fort 
will be made to consult with faculty members x^ithin the 

candidate "^s division. ' * 

■ \ ■ • ■ , , 

6. A review of the anticipated courses : ^ 

.7. A social, occasion where questions, and concerns can be 
discussed in d relaxed informal atmosphere. , 
At the conclusion of the visit, the Dean of. Faculty and the 
division chairman will submit their written recommendation 
regarding the? applicant to the President. 



f. The President shall mak^ the formal appointment. 

g. A one-year teaching contract, along with a letter of appoint* 
ment will be sent from the Jresldent's office to the faculty 

^ candidate. * , ^ ^ 

2. ' Faculty Promotion : Promotion. in rank and advances in salary at 

■ . i . --^ . - . 

Lincoln College are based 6n academic preparation, number of years of 

' ' ' ■ ■ ■ - 

service, and continuing meirit acciraiplishments . A salary schedule is 

Included in the addendj of this Hatijdbook; the schedule indicates the 

^salat:y given for academicj preparation and years of experjlence at Lincoln 

College, Promotion in rank requires a Joint recommendation from the 

sion Chairman and tfhe Desan of Faculty to the president of the College. 

Herit pay as pravlded for in the salary schedule is determined by the 

Dean of Faculty with the approval of "jthe President. The criteria used In 

follows: ^ . ^ 

a. Teaching skills (based on evaluations by the Dean and by 
colleagues) . * 

b. Organizatiori of courses and updating of materials • 

' ■ ■ ■ ' 

c. Scholarship (based on publications; course s|^^y» degrees 
' achieved, research effort, leadersHljp in professional 

societies^, fete). ' 

d. Extra (notk-ieimbursed) time given fcp ,sti#ents and the College 
(Qlub sponsciTcship, participation in student seminars, fire- 
side chats, music and art clubs, etc). 

e. ^ Meeting .professional and administrative requirements and 

" ' T ^ ^ Y ■ ^ / 

deadlines (fdculty meetings, committee meetings, divisional 

V n ■ - ■ 

responsibilities , etc) • 



this determination are as 



3., Tenure Poticy : The Board of Trustees of Lincoln. College 
recogni2(es the important part x^hich the traditional tenure policiea^haye 
played in th;e development of highet education in the United States. It 
views the retention of a tenure policy as essential to the continued 
strength of the College,. to, the faculty'as a professional requisite, and ' 
tp the community a^ a visible indication of its support alfid commitment to 
the professional worth of the' faculty. ^ ^ 

The' Board of Trustees ol Lincoln College favors a concept/ oT tenure 
which is subject to periodic review. If a profession bases its existence 
on an open approach to learning, it is necessary for its members students 
faculty, administration and non-teaching professionals tjo evaluate th^ir 
own performance on a regu-lar basis. The acaden^ climate of Lincoln College 
cannqt remain healthy unless the process of eyaluation JLs effective and 
candid and offers opportunity for self-development. 

\ Attainment of Tenure: A full time member of th^ Lincoln College 
faculty is eligible for teti^re after ^he has served a period of six years 
on the faculty of Lincoln Cxillege, hold^ a minimum of a Mastrer's Degree, 
and has been pr^Dmot^d to. the rank of Assistant Professor. A faculty 
mjember may be recommended to ^the committee on Tenure and Review by the 
President of tti^ College and the Dean of Faculty prior to his six years 
experi^n^e on the Lincoln College faculty if the Dean a^nd President 
determine that the particular faculty member involved has demonstrated 
^:he ability and experience* to warrant earlier ctittsideratioij for tenure. 

The attainment t)f tenure is not Automatic but results from'a specific 
action by the Board of Trustees. The eligible faculty member will have ' ^ 



his professional perfonnance reviewe^by the Committee on Tenure and 
Review. This committee reviews the candidate's record and makes recommenda-. 
tiotis based on the specific performance of the candidate. This recommenda- 
tion will then be filed with the Dean of Faculty and tenure will be 
recoinmended to the President for approval by the Board of ^Trustees. If > 
th^ committee finds deficiencies in. the faculty Tmembet 's performance, they 
v;ill recommend specific corrective action and may make arrangements to 
conduct a' follow-up review the following year. If the second review 
concludes than the deficiencies have not' been corrected, this report will 

r ' 

be filed XiJitW the Dean 'of Faculty with a recommendation for dismissal. 

Tenure Review : The Committee on Tenure and Review will also be ^ 

charged with conducting a c<j>mplet6 review and evaluation of the professional 

* ' ' ■■ • . [T- 

c ompet ewe e,. performance, and development of the^jt enured faculty. 

' . _ ' 

Recogniz,ing th.e importance of assuring a vi tail; and effedtive faculty as 

the life blbod of th^e College, tihe Coininittee on Tenure and Review will 

conduct their ^valuation of tenijre^ faculty at six-year intervals s^ 

that every iSix years each membeir of the tenured faculty will be tevifewed. 

It is planned that the fit^^t review of tenure^ members of the faculty 

, • / - 

' ■ \ ■ _ f 

. will be donducted prior to the issuing of contracts for the 1975-76 academic 
\ year. To initiate the review, the committee will invitej faculty members 



\to submij^ a written evaluation of their professional activities and growth. 
. Glfiteria listed in this Handbook, for faculty promotion will serve as 



BV^delin^s for. this evaluation. 



he Committee finds deficiencies in the faculty member^ s 



- per'|brmance, they will recommend corrective action. Arrangements may be; 



So 
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made to conduct a fol],ow-up review within a stated period of time, not 
to exceed one year.* x4 the sacond review determines that the deficiencies 
have been eliminated, the Committee would recommend that tenure be renewed 
for another period of six years. If the Committee concludes that the 
deficiencies have not been corrected, they will file a report with the 
Dean of Faulty with a recommendatidn of non-renewal of tenure. 

To activate this new tenure policy, each current- tenured faculty 

■ . 1 

member will have his performance reviewed within the first two-year 
period of this nex^ tenure pol^y, , 

Membership on the Committfeje on Tenure and Review : Tj^is Committee 
will-consist of one tenured mertper from^reai^h division elected annually 
by that division. A faculty meihbW will be ineligible to serve on this 
eomraittee in ^he year in which his\ tenure is being reviewed • This 
Committee el^egls Its ovm chairman ^om among its members. 
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SECTION THREE 

. ' * ■ INTERNAL- OPERATIONS op' AiCADailC AFFAIRS 

1. Acad^emlc Freedom ; The Collfege supports the following statement 
of principles concerning academic freedom. 

"The maintenance of freedom of speech, publl^cation, religion, and 

assembly (each of which is a component of Intellectual freedom) is the 

breath of life in a democratic society. The need is greatest in the 

field of higher learnin|*f' Without freedom to explore^ to criticize 

existing institu^ons, to exchange ideas and to advocate solutions to 

human problems, faculty members and students cannot perform their work, ' 

/ * .- . . ■ 

cannot /maintain their self-respect • Society suffers correspondingly. 

■ ■ ' 

The/liberty that is needed requires a freedom of thought and expression 

, within colleges and universities, ar.freedma to carry the results of honest 

inquiry to the outside and a freedom to influence human affair & in the 

same manner as other informed persons do . . . . We ask, then, for the 

maintenance of acad^ic freedom and of the civli liberties^'of scholars 

not as a special right, but as a means whereby we may niake our appointed 

contribution to the life of the commonwealth and share equitably, but 

not more than equitably, in the American Heritage. Society has the power 

to destroy or impair this freedom: but it cannot do so and retain th6 

values of selif-criticlsm and originality fostered by higher education." 

^ Policy Documents and Repdrtf>-\^inP, ^ 

"Academic Freedom and Tenure in Quest, for National Security", Sept. 1969, 

p. 15. 
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2., Aiding.- Dropping, or Changing Courses ; The procedure for adding,, 
dropping, dt changing courses is as follows: .,.'*, 

a| The faculty member or student proposing a change in the 

college curriculum should file a written recommendation with 
the chairman of the division that controls the area in which 
the change is proposed. 

The curriculum change should be discussed at a division 
meeting^ and if approved by a majority of division members, 
the 'tjfoposal should be forwarded to the Curriculum Committer, 
If a majority of the members of the Curriculum Committee 
approve the curriculum change, the proposal shall then be 
presented to' the .full facultjj at the next regular monthly 
^eeting, 

If thelnajoritV of those present at the faculty meeting 
approve the cui|riculum change, the change is then recommended 
to the ,Presid^ of the College for inclusion ia.-the curric- 
ulum. 



Adu 



t and ContinuirJ Education Courses : Adultjand Continuing ^ 



Education courses may be adted, dropped, or changed aV the discretion of 
the Dean of Faculty within tftta^overall guidelines of demand fofr the course 
and the eduJation^l goals of the, college; Current faculVy will be given 
first cVsifleration as potential, instructors in these couf^^es. 

4. CoLrse Outlines ; Each faculty member is required to file wUh 
i:he Dean ofl Faculty, a current outline of each course he is teaching. 
The outlin^ should include the 'following information: . y 
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a. The objectives of the course, 

b. The basic content of the course. 

c. A list of the vq^rious resources whic^h are required 
Acquisitions by the students. 

5. Textbook Orders ; The faculty member at Lincoln College selects 
the text material to be used for the Coutfse or courses which he is to 



teach. A l]|st ^f these texts must bd maiie available to the division . 
chairman and fojrwarded to the, Dean of Faculty for Processing. 

It is the tesptnsibility of each faculty membjar to file his request for 

i ■ \ '^f ' - ■ 

textbook ordersjwith the Deaff of Faculty prior to June 30 for the fall term, 

I ■ i 

aad prior to De|:ember I for the spring tBrm. i 

The instruj:tor should ^attempt to reduce the cjDst of student text 

expenditures whjaneveir' possible. For this reason a text should be used in 

a course for a minimum of two years, 

6r Gr ades! and Grade Reports ; ^ Each ins true tblr Is respoftsible for 



developing his 
so^ it is requ< 



own procedurja for evaluating the student's work. In doing" 



sted that the followitig guidelines 



be considered! 



'he student is > generallly best evaluated by several grades 



tased on a variety d£ 
of the term. 



projects assigned over the full course 



b. The evalu^ti^n procedure 'used by the faculty member should be 
explained clearly po the studei^ enrolled in the course. » 

c. ^e instructor/^buld be available to the student for 
dlscusslon^egarding grades and the possibility of improvement 



The deadlines established by the Registrar in cooperation with the 
Dean for the filing of final grades are iset in order to meet several inter- 
related deadlines. It is the responsibility of each faculty member to file 
final grades on time. ^ 

7- Policy on Class Attendance ; It is the policy of Lincoln College 
hat cla^s attendance be cpnsidered a requisite. for successful mast^ery of* 
the course and ^ requirement for earning class ciredit. 

To assist students in mbre successfully meetiing educ^ional and personal 
problems, and to assure the prompt utilization of Dhe various dj|^udent services 
prodded by the Colleg'e to meet ^hese needs, the Cotl^ege requires that faculty^ 
members take attendance in each class. 

8. Faculty Workload ; The normal teaching load for a Lincoln College 
faculty member is the teaching of the equivalent of 15 credits per semester. 

In addition to the teaching schedule each faculty member serves as a 
faculty advisor to approximately 15 Lincoln College students. To function 
effectively as a faculty advisor, each faculty member should be l^oroMjghly 

•■ - . \ /' " ■ . ■ : ' ■ r ■ 

familiar with the educational programs and academic requfremenCs of the 
rnst^tution. . 

To support these responsibilities, the faculty member should establish 
a schedule af office hburs.and make those office hours known ,to hiis students. 
The Cbllege requires each full timj& faculty member to have Minimum of 
five^office houx^ per week, which must include at least one office hour 
per ^ay, Mopday- through Friday* By the secpnd week of each semester a 
copy of the faculty 'member 's teaching schedule,^ ^alonrg with his office hBurs, 
should be filed with the office of the Etean ofJF|uuilty, 
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/ 9. Absence of FacuHy Members ; As a- professional "and contractfual 
obligation, each faculty member is responsible for meeting each of his 

classes for the prescribed length of time, ^ \ ^ ^ ^ 

If a faculty member must be absent bicaiijselof illness or other unfore* 
seen cirqumstances the Dean of Faptilty must be imjnediately ^notified. 
The Dean then is responsible ^ot^ taking whatever action necessary to 
provide the continuity of the courses involved. Professional activities 
which wpuld absent the faculty member from his regularly ^scheduled class^ 
must be appfoVed in advance by the Dean of Faculty. 
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- SECTION -FOUR 

FACULTY BENEFIT PROGRAM 

r • • , 

r ' / . 

1. Medioal, Life, DlsablUly Insurance ;, Consistent with its 
interest in all. of its personnel, the ColJ-^ge corh;^uas to provide an 
extensive program of medical an^^etir^ment benefits^^ A^tna Medical, 
llfe and Disability Program>^ p^x5vided by Lincoln CollegeS|t no cost to 
'all f^Il\ t:ime faculty tja^bers. For con^et^e^<letails on these^?ograms , 
'see'the 3epax-^te bo^Xet entitled ^y^y fnsurance j^lan ^ 

'2 y^" Teaehei/^ InsMrancjer^ Aiinuj:^ Association :.a:6td^ Co lleg 



A 




E^^ty FunI gto^rams j , Pteiftiut^^ to TlAA and^ClaEF are paid by the College, . 



uif^^mfeerii^ th^g^^^Ql^^ schedule: 

Jt Service - :V^\Q^t of Base Salary 



and 2 r, ^ f 
and /k 

thtough a^e 65 




0 
6 
12 



■ • V ■•- : 7"- 

membef may contrib'^te additional amoun'tSj bo the above. * ' 
progreJkji at anytime. For. details^ $fee the separ<ate boqklet entitled Youy ' • 

■ , ■ i: ^ ... ■ : : . ' 

Rc^jremeiit Annuity , ^ / ^ . 

Av^ ... 3. Social Sec urity : All faqplty meitbe'rs ate required do participate 

« .<•■ V , , 

in Old Age and Survivor's Insurance .under the Federal Social Securifc^ .^Act. 

- ■ " . * . . ^% • ' ' 

The College is required to withhold a s-um in accordance %th" the curr^e^t 

' ■*■ ■■ - . ' ^. ~. '.■ : ' ' 

rates arid 'to match this sum whith is' paid to- the\government as a payroll 

tax. . ' r. . ■ , ' ^ ' "... 

^In addition, faculty membeps are covered under Workmen's Compensation 
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Inisurance and Unemploymdrit Compensation thir'ough the State ^of Illincrtts. 

4. Leaves : A sabbatical leave tnay be granted for as much as one 
full academic year following six y^^rs of futl time continuous service, and 
similarly each seventh year thereafter, prpvlded that the l^st such leave 
begins before the academic year in which the faculty membeir reaches age 62. 

The purpose^ of % sabbatical leave is to update a faculty member's 
education » and to provide ati opportunity for the faculty member to 
experience a special period of general refreshit% and df intellectual 

■■• ■ ■- ^ ■ ' ■ 

stimulation, and to as^sist h4m to improve his teaching. Tgius both Lincoln 
College and tlie recipient should benefit jErom the' sabbatical leave. 



In order for the administration to make proper provision for replace- 
ments, t:hose <|esiring a sabbatical leavfe should make tentative- application 
to the Dean of Faculty 18 ninths ahead: of « the beginning of the yiear in 
which the sabbatical is desired. A copy of the form for this request is 
included in the. back of this Handbbok, and. it is understood thdt this 
application will be reviewed by the I^^n of Faculty ^^nd tljie Chairman of 
the division prior to "being forwarded to the President of the College. 

In the granting of sabbatical leaves, precedence will be granted to 
those applying in order of the date of original employment. \ ^ 
f Finai^ial arrangements for those on sabbatipal leave are as follows: 
\^ For those electing td take a full year's leave; 

a. Cash* salary will bes^one-hali the full cash for that year. 
b< SuppliBmental benefits will be continued on the basis of full 
.annual salary. 
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For those electing tO;,take .only a one-semester sabbatical leav^ 

rcash 'and ^Mpplemental benefits will be continued ^i/ithout 
reduction as if the teacher were fully employe^. 
3.. The above financial payments and benefits will be granted-, however, 
\ only on condition that the teacher agrees in writing to repay to 

Lincoln College all monies which the College has\ expended if he 
fails to remain with; the staff of the College fpt a:>erfqd of at 
least tV7o years following his l^eave; however, if a teacher returnsi • 
for one year, he will be obligated to repay only dne^half the 
Amount expended .by the College. ^ . 
Occasionally ^ faculty member may desire to take up somfix^special a^sign- 

■ ' " : ^ ' •■ ' " ■ ' ' V ■ 

men t temporarily (such as government or military duty) or to be ^b^sent for 
other personaL reasons . Under'^^these conditions, t1ie. Administration may 
grant a leave wi,thout pay for whatever period of tim^ and under whatever 
obligations to return may worked out for the particular case^^ All siich 

agre^ent^ mu^t bjB filed in writing, ' ^ ' • 

^ • . - ■ * - t> t 

5, Tuition for Dependent Children and Spouse ; Lincoln^ College 
actively encourages the par.ticipation pf its faculty an^ their families • • 
'in the educational programs^ of the Cqllege. To facilitate this, the College, 

. .. . \ ^ 14 

extends ah automatic fu|l- scholarship for its regularly scheduled academic 
programs to the facuTty^^ to th"eir^pouses, and to their ^children, to the 
.aga-of 23 • Ceiftard:ft special evening and^ Winter Term of firings may -be 
excepted. Children of Lincoln College faculty are eligible to participate 
in the program of the McKeevet PrescWol for children ages 3 to. 4. Faculty 
' children are given first choice* fq 'openings 'in th^^i^eschool, but' are not 
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e«empfc^from the regular fees charged for the program. ; 

6. Self*- Improvement Allowance ; Funds are available to aid members 
of th^e faculty in die pursuit of self-improvement, usually through courses 
taken at other colleg'es and universities; The funds are divided at the 
dtscretioii of the Dean of Faculty among those who apply. Tfeese monies are* 
mailable only for the summer months. \ ■ * • 
^ 7. Professional Memberships ; Lincoln College will underwrite a 
faculty member 's professional- membership dues in his chosen professional 
organization that relates to his academic area to the amount of $50.00. 
This total amount of $50.00 may be broken down to membership dues into 
two organizations. The invoice for membership^should be submitted 

r • ■ . ■ .. ' - ^. . ' 

through the office of the Dean of Faculty. . ^ . - ' ^ . 

^ '8. Conferences r Faculty participation in <;onferences related to 
on&'s academic area is encouraged by the Qollege. Faculty members will be 
reimbursed for travel, room,, board;' and registration fees x-ihen funds are ^ 
available • The amount a faculty member is r^imbufsed in any given year 

is determined by thie Dean of Faculty. The College expects that a faculty 

t» ■ . ■ ' ■ 

tnember Will share his information with other members of Wis division upon 

V ' ■ , ^ 'V ■ . • 

his return from* an appropriate conference. A written report describing the 

. ^ ^ - . ' . • ■ - ' • 

. ■ * ^ " I " ' ... , ' . . 

qopference. attended and its particular implitations^ for the faculty member 

of the College is rfif^d wi-feh:rt^::Dearrbr Faculty upon .return '^ to'^^ca mp us . 

• Faculty Housirtg : The College owns several houses andyapariments 
fn the community of X,incoln.* They are made available at reasonabj^ rents ' 
to Lincoln College faculty and staff. The bfsic principle unddrlyltig-^ this 
benefit rls to provide housing for new faculty and staff members at 



Lincoln College until they can find permanent housing ^in the community • 
There£ore| when a faculty member accepts College housing , he shpuld do so 
with the knowledge that at the conclusion of the third year at the College, 

he may be asked to relinquish his living , quarters to an Incoming member of 

. ' ' ' ■ • ■ ^ ■ " ' * ' 

^the faculty, 

! lOp Sick Leave : A faculty member Who becomes totally incapacitated 

I ' ■ , • ' ^ , ' ^ ■• ^* 

^y illness will be paid full salary for 90- days. After 90 day« he woul'd be 

; - . •• : . . \ ' ' 

covered according ' to the Aetna Group Insurance Plan." ♦ 

11- Sang Faculty Loan Fund ; Linco|.n College administers the ^ang 
Faculty Loan Fund as a service to the faculty. When funds are availablQ"", . 
faculty may borrow to a maximum of 10 ^er cent af the. total 'amount of the 
fund. The amouAt x^yjjj^ h^^jcsii^^ 66N4^s , There is no charge for 

t^is/f ervice, , 



^S^^^ — Coltege Extra-Curflcu'lar Events ; The facufty'^'and members of 
their immedil^ family are admitted without charade to all College sponsored 
events regularly sclieduled: home athletic events,^ films, plays, dances, and 
other designated special events • Reserved seats may be necessary for some 
activities. v „ 

13,. BQokstore discount ; A 10 per cent discount is^ given^ for faculty 
purchases at the College Bookstore. 
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Sabbatical Leave Ixkiormatioa 



Name 



Date 



Teaching field 



i^atlSkal 



No* full time years at LC on starting date of sabl 

Proposal of Study 
Starting Date_ Completion Date^ 



Field of Study_ 



Locatilon of Study^ 
Plan of Study : 



How will the plan benefit you educationally or professionally? 



How will the plan benelEjlt LC'wheti completed? 
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